“STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE
APPROVAL REQUEST

STE 7R{AEV . 762

Submit three copies with three copies of the
Records Retention Schedule, STD. 73.

j2/Rif54

{1} DEPARTMENT. BOARD OR COMMISSION q
DEPARTMENT OF CONSUMER AFFAIRS

MMMWWE%WE%M%W:%MW%Wﬁ NURSE & PSYCH. TECH. EXAMINERS

ADDRESS

2535 CAPITOL OARKS DRIVE, SUITE 205, SACRAMENTO, CA 95833

TO: DEPARTMENT OF GENERAL SERVICES
OFFICE OF INFORMATION SERVICES
1500 5th Street, Room 116
Sacramento, CA 95814 (or IMS C-39)

(916) 445-2294 or CALNET 485-2294

CHECK THE APPROPRIATE BOX:
@ D New schedule of records that have never been scheduled. (Complete boxes 5- 8.)

Q H mmSmﬂ:mmnqmsocmmgmmm_m.«Ooﬁ_oﬁhmuox_mmm-qm..g
(A new approval number will be assigned.)

3 D >Bmm&nmmoamnmmmman@&ocmmn:ma&m.mgﬂhwmumwoxmmm.B.»
{1he original approval number will remain in effect.}

NEW SCHEDULE {5 SCHEDULE NUMBER (6 SCHEDULE DATE {7 NUMBER OF PAGES T CUBIC FEET 700l Schecvis)
INFORMATION VN & PT Rev.H 12-7-94 7 1998.5
{If applicable}
PREVIOUS SCHEDULE | @ SCHEDULE NUMBER(S) (10} APPROVAL NUMBER(S) (1) APPROVAL DATE(S) {12 PAGE NUMBER(S) REVISED
INFORMATION
+ - 1 Pewnd - -23-%
(If appiicable) VN + PT R §1-3577 1§-28~%" g

PART |-- AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on
the attached schedule, | certify that all records are listed, that | have reviewed the need for the records, {per Section 1611 of
the State Administrative Manual) that each retention period is necessary and correct as scheduled, and {for a revised
schedule] that all items on the previous schedule have been accounted for,

13 SIGNATURE-MANAGER DIRECTLY RESPONSIBLE FCR THE AECORDS

(14 TITLE

(15 DATESIG &)
ASST. EXECUTIVE CFFICER 94

12-12-

@(A./\b.,?f% MRS RN~ h

In accordance with Government Code 14755, approval of the attached Records Hetention Schedule b y the Department of
General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of
all the factors listed in Section 1667 of the State Administrative Manual.

! hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the refention and
disposal of records. (Per Section 1611 of the State Administrative Manual.)

6} SIGNATURE-RECORDS MANAGEMENT ANALYST

Ot AN

+

(179 TILE

/U/\/ﬁ/ﬁl\

& _NAME [Printed pf Jfpad) S INNVI B

\ .4\\4(7/\ /nwﬁj\,ﬂ\( G &y

{19} TELEPHONE

D2u— WRg

(20} DATE SIGNED

'ART li -- DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)

AT \

1} SKGNATURE—OIS CONSULTANT .2
& M _Giline,

\...,Euvmo,.f_..zciwmm

- ooyt I

3 FiAE

Trdormation Mansaemert Consubiant

20 DATE SIGNED

{-3-95

'ART Il -- ARCHIVAL SELECTION {Per Government Code Seclion 14755}

HE ATTACHED RECORDS RETENTION SCHEDULE:

QD Contains no material subject to further review by the California State :

Archives W 4 ;
wﬁ%ﬁfmﬁﬁ.ﬁﬁ? i =

Contains material subject to archival review. items stamped "Hold/Notify am R R

"N/| Archives™ may not be destroyed without clearance by the Secretary of : _& iy m & mw ik m m ]

E . {Per Section f e ini j f. -
State. (Per Section 1614 of the State Administrative Manua ) m TATE m BEHIY £4
S
) SIGNATU ..Gm.:_no_n (280 DATE SIGNED

JAH. 3 O 1885
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STATE GF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV, 5-92)

See instructions on reverse
and in SAM 1600

DEPARTMENT (1) . SCHEDULE NUMBER (2) DATE () v
Consumer Affairs VN & PT December 7, 1994
ORGANIZATIGNAH W W ocational Nurse & Psychiatric Technician Examiners PAGE 1 OF 7 PAGES{)

ADDRESS (Number

Streat

City)
2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833

D@ARTM : RAL SERVICES APPROVAL NUMBER {5)
I W - £

ITEM
NUMBER

cusiC

(Tripte space between

Reoms}

)

0]

CALIFORNIA

FEET>| STATE

ARCHIVES
USE(B())NLY

TITLE AND BESCRIPTION OF RECORDS
(Triple space between items}
©

MEDIA

(0

RETENTION

OFFICE
(2

DEPTY. SHC
{(13) (14

TOTAL
(18

PRA
{Exempt)
&

IPA

{18

REMARKS

a7

4

185

25

275

“Provide tolal of office and departmental

APPLICATIONS FOR LICENSURE

Applications - Accepted

Applications - Rejected

Applications - Examination

Personal Data Cards

(Applicants Accepted)

2ym

2y

2ym

2y

Zyto

Zym

2 yre

X1

X1

Exempt per Public Records Act, Government
Code 6254(c).

Access by data subject: Information Practice
Act, Article 8.

Failed to meet minimum requirements Title 16 -
Section 2512(a)(1): Application shall be
deemed...abandoned.. [if the] applicant fails to
complete the application within the two years
after it is originally submitted or within two
years after last notification of deficiency.

Business and Professions Code, Section
2512(2)(2): An application shall be
deemed...abandoned. .. [if the] applicant fails to
submit the initial license fee within two years
after notification by the Board.

Disposal criteria: Confidential witnessed
destruction. Until revised, suspended, obsolete,
or no longer usable.

Information. required for licensure verifitation.

Note: Provided to other state nursing Boards
upon receipt of out-of-state endorsement forms.

SAME AS ABOVE.




STATE OF CALIFORNIA

DEPARTMENT () ffai SCVHEDULE N{%ASEH 2) DATE () b
RECOHDS RETENT[ON SCHEDULE Consumer Affairs N&P December 7, 1994
§TD. 73 (REV. 5-92) ORGANZATERI WFV ocational Nurse & Psychiatric Technician Examiners | PAG® 2 oF 7 PAGESE
See ""Sf; ”“""02:, O% g gverse ADDRESS  (Number Stroet City DEPARTMENT OF GENERAL SERVICES APPROVAL NUMBER (5}
and in SAM 1 2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833 9 0 Z
ITEM | CUBIC |CALIFORNIA al o PRA '
NUMBER | FEET*| STATE TITLE AND DESCRIPTION OF RECORDS 8| RETENTION (Exemet REMARKS
) | b=
(Triple space bonwoan Sggﬂ:ﬁ (Tripte space between items) E| 5| orrice | oeer. | sme | ToTan | A
® N (8 9 (0§ (1) (12 3 {14} (15} {18) (7
EXAMINATION FILES
3 10 a) Exam materials (record copy) P curtent s X1 Business and Professions Code, Section
2512(a)(2): An application shall be
deemed...abandoned...[if the] applicant fails to
submit the initial license fee within two years
after notification by the Board.
Disposal criteria: Confidential witnessed
destruction. Until revised, suspended, obsolete,
or no longer usable.
Information required for licensure verification.
Note: Provided to other state nursing Boards
upon receipt of out-of-state endorsement forms.
6 15 b) Post-exam data generated by test P yrrent| | X1| SAME AS ABOVE.
contractor. Lists of exam candidates, g + 25y
results and subscores. Referenced
essentially by out-of-state nursing boards
for endorsement verification.
*Provide tatal of office and departmental




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

S7D. 73 (REV. 5-83)

DEPARTMENT (1} SCHEDULE NUMBER (2) DATE {3}
Consumer Affairs VN & PT December 7, 1994
ORGANIZATIONAL UNJT PAGE OF PAGES {4]

Board of Vocational Nurse & Psychiatric Technician Examiners

See instructions on reverse
and in SAM 1800

ADDRESS) 5gmRapitol Oaks B¥five, Suite 205, Sacramento, CA 95833

3
[g:@MENE (ig? SERVICES APPROVAL NUMBER (5)
¥ i : 0 2 e 3 e

ITEM
NUMBER

CUBIC
FEET*

(Tripie space between

items)

6

4]

CALIFORNIA
STATE

ARCHIVES

USE(gNLY

TETLE AND DESCRIPTION OF RECORDS
{Tripie space balweaar: items}
9

RETENTION

OFFICE
(12)

DEPT.
(13

SAC
14

TOTAL
(18

PRA
{Exempt)
&

PA

{18)

REMARKS

(17

840

300

40

LICENSE FILES

Current License Folders

Expired license folders will
be placed on microfiim.

Renewal Applications

*Provide total of office and departmental

dym

99 yra

4 yre

X1

X1

X1

Exempt per Public Records Act, Government
Code 6254{(c).

Access by data subject: Information Practice
Act, Article 8.
(revoked, canceled, retired and deceased)

Currently renewed in active or inactive status.
(Anyone holding an inactive license may not
engage in an activity for which an active
vocational nurse license is required.)

Eligible for renewal for 4 years. Reapplication
is required if license is not renewed within 4
years of its expiration.

Renewal applications remain in cashiering
number order. Licenses expire biennially. New
cashiering number assigned replaces previous
number. This is an update to the licensing
process. (IPA & PRA)

Disposal criteria: Confidential witnesses
destruction.

Note: Retain four years or until audited, which
ever comes first, -




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 592}

See instructions on reverse
and in SAM 1600

DEPARTMENT (1)

Consamer Affairs

DATE (3)

SCHEDULE NUMBER (2)
VN & PT December 7, 1994

ORGANIZAZIONAY B Vocational Nurse & Psychiatric Technician Examiners

PAGE 4 OF 7 PAGES (4}

ADDRESS  (Number

Stres!

City)

2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833

DEPARTMENT %@?? SERVICES APPROVAL NUMBER (5}
94-550

ITEM CUBIC |[CALIFORNIA
NUMBER | FEET*| STATE
{Tripls space betwoen ARCHIVES

ftams) USE ONLY
(6) ) &

TITLE AND DESCRIPTION OF RECORDS
{Tripla space batwegn ftems}

MEDIA

(10

RETENTION

OFFICE
{12

DEPT.
{13

SRC
{314}

TOTAL
(15)

PRA
{Exempt}
&

1PA
{16)

REMARKS

(7

10 3

BUDGETARY INFORMATION P

) Audit reports

11 5

evaluation

12 20

remittance)

licenses.

*Provide lotal of office and departmental

a) Budget and expenditures
b) Statement of Revenue
¢) Budgets and working papers

CONTRACT FILE

This file contains copies of agreements
between the Board and:

a) Subcommittee for examination

b) CTB/McGraw-Hill, testing contractor
¢) Examination sites )
d) Board meeting site rental.

FISCAL MATERIJALS
This file contains materials relating to the
Board’s cashiering functions:
a) Report of Collections (report of
monies collected)
b) Refund requests (date requested,
name and copy of warrant issued)
&) Returned payment notices (return of
fee, name, reason, and type of

d) Audit copies and voided copies of

5 yre

active
+2 yra

2yre

2yr

2yrs

2yrs

2 yrs

2 s

2y

2y

Sy

active
+2 yrs

4 yta

4y

4 yrs

4 yru

a),b),¢): Retained as historical data for budget
preparation, reference.

d): Prepared by departmental auditors following
an audit.

When contract expires.

Destroyed after Departmental audit. If no audit
is conducted, destroy after 4 years.
(Program Manager’s decision)




STATE OF CALIFORNIA

RECORDS RETENTION SCHEDULE

§TD. 73 (AEV. 582}

See instrictions on reverse

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Consumer Affairs VN & PT December 7, 1994
ORGANIZATIONAY UNIT . o - . FAGE oF PAGES (4
Savd 8¥'Vocational Nurse & Psychiatric Technician Examiners 5 7 PAGE@

ADDRESS  (Number

Street

City)

DEPARTMEgFg&EAL SEAVIGES APPROVAL NUMBER (5}

and in SAM 1600 2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833 |3
ITEM | CUBIC |CALIFORNIA <! PRA -
NUMBER | FEET % STATE TITLE AND DESCRIPTION OF RECORDS E :5 RETENTION (Ex‘i‘"‘f") REMARKS
(Tiple space betweon Gggg;ﬁ? (Triple space batwoen items) %> orFice | oert. | sac | rotan | PA

Q) U] ] ) o) fanl 02 (13 (14) (18 (16) (7

) ADMINISTRATIVE FILES P oye Until superseded, revised, or obsolete.
/3’3,4’ 15 W\@s‘.ﬁ%”‘? a) Board Meeting Minutes (SAM-1699); 10y
' ROWNES | Original paper documents used for

Board meetings. Includes agenda

. and back-up materials.

414’44‘/ 5 |BANSFER T |b) Board policy manual; current T
ARCHIVES Formal policies adopted by the +10y:
5/ Board.

F 10 oW |©) Legislative files;
“{A %%@ Bill analyses; position papers; e ke

s ) related correspondence.
L6 1 e, T d) Legal opinions; 15yre 15yrs

SECAVES Attorney General opinions;
Departmental legal staff opinions
Mﬂﬂ effecting the Board.
“17 5 |934885EA T le) Anmual Report to Governor; 10y 10yss
| ey Yearly status of the Board for

Governor’s Office.

*Provide 1otal of office and deparimental




STATE OF GALIFORNIA

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-92)

See Instructions on reverse

DEPARTMENT (1}

Consumer Affairs

SCHEDULE NUMBER (2) DATE (3)
VN & PT December 7, 1994

oard o

ORGANIZATIONAL UNIT, . . . .
B Vocational Nurse & Psychiatric Technician Examiners

PAGE OF 4 PAGES [4)

ADDRES9 549 apitol Oaks P¥#¥e, Suite 205, Sacramento, CA CD5833

6
gE&RTM%Oﬁ@?HAL SERVICES APPROVAL NUMBER (5)
®

and in SAM 1600
ITEM cuBIC [CALIFORNIA < g PRA
NUMBER | FEET* STATE TITLE AND DESCRIPTION OF RECORDS o :t_ RETENTION €Exim9l) REMARKS
. i A
(Tiplaspece foﬂveen G ggfgnﬁi (Triple spave betwoen fterns) =| 5> orrice | beeT. SRC TOYAL 1PA
(6} 7 (8 (] (19) | ¢ {12 {13 {14) {15 (16} on
GENERAL CORRESPONDENCE p Sym Sy

18,57 10 SisEER T a) Subject files;

prg Tk ; : ;

! neEHES Copies of correspondence regarding

specific subject areas under the
Board’s jurisdiction.
1 1 TN | by Daily files (chron 2y
d) %‘%ﬁl’% ) ¥ ( ) Lyrs
Sl retive . H 3
/2@ 3 T ¢) Board Member correspondence o :cg;;; Until term expires
e
' . we . . . . c
%}* 150 CASE FILES p ‘:“E"; aym ﬁcsh:,, X1 | Active = Until completion of investigation and
yd disposition of judgement.
SUBSTANTIATED:

This file contains all documentation of the
investigation of a complaint against a
licensee. File includes but is not limited
to:

a) Original complaint

b) Requests for investigation

¢) Status reports

d) Findings and recommendations

¢) Copies of legal documents and

correspondence.

UNSUBSTANTIATED:
This file contains all documentation of the
investigation of a complaint against a
licensee. File includes but is not limited
to: )

a) Original complaint

b) Requests for investigation

¢) Findings and recommendations

d) Copies of legal documents and

correspondence.

*Provide total of office and departmental

Exempt from Public Records Act per
Government Code Section 6254(K).

Not available to the data subject per section
1798.3(a)(4) of the Information Practices Act.

Disposal criteria: Confidential witnessed
destruction.




STATE UF CALIFORNA

DEPARTMENT (1) SGHEDULE NUMBER (2) DATE (3
RECORDS RETENTION SCHEDULE Consumer Affairs VN & PT December 7, 1994
87D, 73 (REV. 5-92) ORGANIZIONA UV ocational Nurse & Psychiatric Technician Examiners PAGE 7 oF 7 PAGESH)
See instructions on reverse ADDRESS  (Number Street city) p PARTMENT EAAL SERVICES APPROVAL NUMBER (5)
and in SAM 1600 2535 Capitol Oaks Drive, Suite 205, Sacramento, CA 95833 % ﬁ o “@7 é?
ITEM CUBIC [CALIFORNIA <! PRA
NUMBER | FEET * STATE TITLE AND DESCRIPTION OF RECORDS o ;:_ RETENTION lEximm) REMARKS
W =
(Trple space betwsen G:‘é‘g;ﬁs (Triple space betwesn iters) | > ofFice | oepT. | sac | TotaL | A
(6} 14i 8 (9 (161 (19 {2 (13} (14 {15} (16) n
s MISCELLANEQUS FILES P e Svm
,»2/2’/ éﬂﬁﬁiﬁw&%ﬁ’ 'a) Intravenous Therapy/Blood 7 y Intravenous Therapy/Blood Withdrawal courses
Withdrawal Certification for Licensed are approved for 2-year periods. Destroy after
Vocational Nurses - file contains 6 years.
applications for course providers and
correspondence relative to established
courses.
}3/ 2 ﬂ’g‘%&%@“nf | b) Continuing Education for Licensed - Sy
’ Vocational Nurses - file contains P CE courses are approved for 2-year periods.
course approval forms, instructor Destroy after 6 years.
approval letters, and correspondence
relative to established courses.
P i T
241 80 |ACCREDITED/APPROVED SCHOOL
FILES
P active active:

This file contains materials relating to
accredited and/or approved schools of
nussing:

a) Annual school reports

b) Special program reports

¢) Faculty and clinical facilities

d) Application for accreditation

e) Requests for curriculum changes
f) General correspondence

v

*Provide total of office and departmental

Until accreditation terminates.




